[image: Master logo]VEHICLE DRIVER QUESTIONNAIRE
For completion by all persons undertaking business travel for Watford Mencap (either in own vehicle or in a Watford Mencap vehicle)

You should submit a copy of your driving licence with this form

Watford Mencap is obliged to ensure the health and safety of its employees when they are driving for work.  This covers both driving in company vehicles and business travel in the employee’s own vehicle (often referred to as grey fleet). In order for Watford Mencap to manage the risks associated with driving at work it must ensure the relevant legal road requirements are met, these are:

· Driving license validity
· Insurance details including business use
· MOT certification
· Road Tax validity
· Driver’s risk assessment
· Drivers assessment (required for driving company vehicles)

In addition the employer must consider the suitability of the vehicle for work purposes. For this reason it is vital that any employee undertaking business travel in their own vehicle completes this questionnaire and provides all relevant documents.

For those staff driving company vehicles it is part of the terms and conditions of our Motor policies that require the Company to advise the Insurers of any person who has committed a driving offence or has had any previous driving convictions. Failure to notify the Insurance Company before a claim occurs would enable the insurers to refuse payment on the grounds of non-disclosure of material information.

	
Your Name:
	

	
Age:
	
	
Date passed driving test:
	

	
Driving licence Number:
	

	
Driving licence expiry
	

	
Vehicle that you are/ will be driving for Watford Mencap
	
Your own vehicle
	
A Watford Mencap vehicle

	
How long have you regularly driven a vehicle of this type?
	
	
years
	
	
months

	
Type of driving licence
	
Automatic Only
	
Manual & Automatic

	Your Driver’s check code 
(In order to check if you have any driving penalties or driving convictions please provide us with your driver’s check code, which you can obtain from https://www.gov.uk/view-driving-licence. NB you will need your driving licence no, NI no. and postcode)
	

	Date driver’s check code was valid from
(The driver’s check code is only valid for 21 days )
	






	Name:
	
	Date:
	

	1. Does your Driving licence permit you to drive the type of vehicle you are being employed to drive?

	Yes / No

	If you answer Yes to any of the following questions, full details must be supplied

	2. Have you resided in the British Isles for less than 3 years?

	Yes / No

	3. Have you been involved in any motor accident, losses or claims (other than windscreen claims) during the past 3 years irrespective of blame?

	Yes / No

	4. Have you ever been convicted of any motoring offences (including fixed penalty offences) during the past 5 years, or 11 years for drink or drug related offence, or is any such pending?

	Yes / No

	5. Do you suffer from diabetes, epilepsy, defective vision, hearing condition, or any other physical or mental disability, infirmity or disease?

	Yes / No

	6. Have you ever had any Motor Vehicle Insurance you hold or have held, declined, cancelled or refused at normal terms?

	Yes / No

	7. Is the vehicle used for any business other than the Company’s?

	Yes / No



Drivers Risk Assessment
	Please tick the relevant boxes below:

	Have you read the Highway Code?
https://www.gov.uk/guidance/the-highway-code 
(The Highway Code may be used in evidence in any court proceedings under the Traffic Acts to establish liability. There have been 9 updates so far in 2018.)
	Yes
	No

	Number of major crashes in last 5 years
	3
	1 to 2
	0

	Number of minor crashes in last 5 years
	4 or more
	1 to 3
	0

	Date of last eye sight test
	Month
	
	Year
	

	Do you suffer from back pain?
	Yes
	Sometimes
	No

	Do you use a mobile phone in your car?
	Yes
	Sometimes
	No

	Do you have a hands free kit e.g. Blue tooth?
	No
	Yes
	Don’t use

	Approximately how many hours a day driving do you do, or expect to do, for Watford Mencap?
	3
	1-3
	Less than 1

	Risk Level
	High
	Medium
	Low


[bookmark: _GoBack]I hereby warrant and declare that the above statement and particulars are true and that there is no material fact which should be disclosed. I agree to advise immediately of any changes.

I understand that only persons authorised by the Company are permitted to drive a Company vehicle and declare that the Company Vehicle will not be used for any business other than the business of the Company.

	Drivers’ Signature
	
	Date:
	

	
	
	
	

	Drivers Location / Department:
	



Car Documentation Inspection
All staff who use their own car for company business must complete this form annually, and submit it to their line manager for authorisation. The form will be stored in the employee’s personal file.


	Driver’s Name
	

	Location / Department:
	

	Vehicle Make & Model:
	

	Vehicle Registration:
	

	Current Vehicle Mileage
	

	Estimated Annual Mileage:
	

	Privately Owned:
	Yes / No

	Tax Expiry Date:
	

	MOT Expiry:
	

	Insurance Expiry Date:
	

	Date of last service:
	



Employee Declaration
I understand that the information I have provided on this form will be used for business purposes in connection with my employment by Watford Mencap. I confirm the details provided are correct and that it is my responsibility to ensure my details are kept up to date.

	Signature:
	
	Date:
	




Manager Confirmation 
I confirm that I have seen the originals, and have attached verified copies, of the following documentation:

	Insurance Policy  (this must show business cover)
	

	Driving Licence
	

	MOT Certificate
	

	Vehicle Registration Document
	

	Licence check online conducted
	




	Manager’s Signature:
	
	Date:
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